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2 . wntmm maiwtfhjikcf Aim utilities - DmRTMENm area 

A, Alterations and Installs t one in GIA Buildings 

(1) Requests for alterations and installations in buildings assigned 
to or leared by CIA within the departmental area, will be submitted 
by authorised officials to the Chief, Administrative Services, on 
Fom No, 36-7, "Requisition for Supplies, Equipment or Service", 
or by memorandum in duplicate. Signature is required on the 
original only. 

(2) Request® uhould contain specific Information ^nd Justification as 
to the type of service required and should be augmented with draw- 
ings or sketches if practicable. Personnel to be contaced in 
regard to the work should also be indicated. The Building 
Maintenance and Utilities Division, Administrative Services Office, 
will provide comp-tent engineers when required and will assist 

in the plannibg of any project if desirable, 

(3) Requests involving the physical security of an area will be 
forwarded to the It SO for recommendations or approval prior to 
action by the Administrative Services Office. 

(Ij) The Building Maintenance and Utilities Division will forward to 

the requesting office two copies of the work order submitted to the 
General Services Administration for the work to be performed. One 
copy of each such work order ato&fitfi be certified and returned to 
the Building Maintenance and Utilities Division after completion 
of the project. 

B« Building Maintenance Services 

(l) Maintenance services may be obtained from the Building Services 
Officer by telephone or as otherwise appropriate. This service 
consists of rson-reimbursable requests such as the replr cement 
of light bulbs, broken step#, broken window glass, linoleum, 
locks and windows or doors, etc. The Building Services Officer 
will not be contacted in regard to alterations, installations, 
or requests requiring reimbursement by CIA, 


C. Office and Equipment Moves 

(l) Requests for office or equipment moves will be submitted on Form 
No. 36-7 or by memorandum in duplicate to the Building Maintenance 
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and utilities Division, Administrative Services Office, information 
regarding buildings and rooss from and t- which moves are desired, 
number of personnel and telenhone chances involved, quantities of 
safes and other heavy equipment to he moved, and other pertinent 
information should be indicated on such requests. 

(2) Requests for moves should be forwarded to the Building Maintenance 
and Utili tics Division as far in advance as posrible, as normally 

a minimum of three days is required to arrange for moving services. 

(3) Moving boxes and identification tags for furniture can he obtained 
by teleph oning t he Building Maintenance ar.d utilities division, 

Extension I 


D. Parking Spaces 

( 1 ) The Chief, Administrative Services, allots poring spaces to erf 
Offices on the basis of personnel strength. Those parking sprees 
are assigned in blocks of imsh-rs on lots adjacent tr the building 
in -which the particular Office is located, if possible, 

(2) Parking stickers are issued for each assigned space, and duplicate 
rtl ckers are obtainable upon written request for dr" vers in raT 
pods. Such stickers will be displayed on the windshields or all 
cars parked in assigned parking spaces. 

(3) Employees las' ring parking spaces will apply for same to their 
respective Administrative Officer* 

(U) Office heads will report tc the Administrative Services Office 
the Individual parking space assignments mode, giving the name 
and telephone extern" on of employee, number and location of space, 
• nd the year , make, model and license number of the vehicle 1 n 
each imtance. 

(5) C-M employees who have rot been assigned parking Braces shojld 
not park in C *. parking spaces. Also, the quadrangle in rj *'"' r, t 
of the Administration Building is reserved for visitors to the 
Administration Building ar^ a, and the parking spaces In this 
area should not bo used for any other purpose. drwnthorived 
parking in official CT* parking spaces will be reported tc the 
offices to which the offenders arc assigned for administrative 
action as deemed appropriate. 


- 2 - 


Approved For Release 2003/03/06 : CIA-RDP54-00177A0002000301 19-8 



Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030119-8 


25X1 A 


TOTgyjgwicg agency ggfWYio^ 


PROCimmF RFiTfLATIOh NUMBER 


E. Telephone and Teletype Service 

(1) Request® <'cr telephone services will he directed to the Administrative 
services Office by memorandum or Fern No. 30-7 in duplicate, 
indicating the tvpe of service desired, the building and rooms in 
which service is to be located, and the individual to be contacted 
for details cor corn! nr the request. The Chief, Telephone Branch 
will upon receipt of same, conduct such surveys «r required and 
determine the type of installation most, economical and beet suited 
for adequate service. 


( 2 ) Requests for teletype series will be prepared In the same manner, 

but routed to the Comae^Trcefon , OBC for approval prior to submission 
to the Administrative Services Office for procurement of the service. 


P. Hot hlntM 

(1) Hot plates or coffee makers are considered to be personal con- 
veniences ard therefore the expenditure of government, funds for 
Installation of same, which must be done in accordance with safety 
codes, cannot be permitted. 

(2) * % quests for hot plate installations at the expense of the users 

may be made in writing: to the Chief, Administrative ~ervic8S. 

Upon approval, the Building Maintenance and Utilities ui vision will 
obtain an estimated cost flpns the General Services idmxnetra^on, 
at which time an agreement will he aimed by the requestor certifying 
that payment will be mnde by certified check or cash UT»n demand pen 
completion of the installation. Upon receipt of such agree *ont, the 
Building Maintenance and Utilities Division shall submit a work 
request to the General Eervic.es Administration, who will make a 
check of the power circuit for capacity, and Install a special 
wall receptacle and a fireproof base for the hot plate unit, Upon 
receipt of the voucher from the General Services Administration 
indicating the actual cost of the installation, payment will be 
requested from the requestor and turned over to the Finance Mfiee 
for submission to the Treasury Department. 
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2. R' ( TLPTN0 M1TKTFMBCEJLMD 'JTILITTES - DEPARTMENTAL ART, A (Also see Procedure 
Regulation No, 1 


A. Maintenance of and Alterations to Buildings Aligned to or Leased by C-A. 

(1) All requests for renov tions, installations, and reimbursable 
maintenance services required in buildings assigned to or leaned 
by Gift will be made to the Chief , Administrative Services. 

(2) Requests for maintenance services of a non-rei mbureable nature 
say be submitted to the Building Cervices Cffi car fry telephone 
or as otherwise appropriate, 

B. Moves 

Requests for moving of offices or other activities will be made in 
writing to the Chief, Administrative Bgrvices. 

C. Parking Spaces 

(1) Allotments of parking spaces will be made in blocks by the Chief 
Administrative Services, to CIA activities for reassignment to * 
individual employees. Office heads will report to the Administra- 
tive services ffice the assignment of parking spaces to individuals. 

(2) The Administrative Services Office is responsible for the 
inspection and policing of parking areas, 

B« Telephone and Teletype Service 

(1) Requests for telephone and ^teletype services will be made to 
the Chief, Administrative Services, In writing, A minimum 
period of three days for change or initial installation of 
telephone service is required, 

(2) Requests to utility companies for telephone end teletype service® 
mthin the Washington area will be made only by the Administrative 
Services Office. 

E, Cafeterias 

The Administrative Services Office is responsible for liaison with 
government -ervicea, Inc., in connection with cafeterias operated by 
that organization in CIA buildings. Suggestions or complaints in 
connection with these cafeterias will be made to this office. 


- 1 - 
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Installation of H c t Plates 

(1) Hot plates may not be used in CIA buildings without the prior written 
approval of the Chief, Administrative Services. 


( 2 ) 


No fund® are available to provide adequate protective ins tall it ions 
at government expense for non-ha?, ardous hot plate use. 1‘here is no 
ejection, however, to providing a reasonable number of such inatalla- 
ticns at the expense of the users, approximately f,l£.0Q per installation. 


(3) The Administrative Services, is charged with the proper 

enforcement of this Regulation. 

Reporting of Accidents Involving Personal Injuries and Property Damage 
to the Public Pulldl ngs Service, 

(1) Quoted below is a memo’andua received from the Office of Buildings 

Management, ublic Buildings Service, General Services Administration i 

"ffJRJFC? j Reports of Accidents Involving Personal 
Injuries and Property D amag# 

"Since the enactment of the Federal Tort C lMlma fiot a numher of 
claims have been filed with the Public Buildings Service covering 
personal injuries allegedly due to accidents occurring in buildings 
which wr operate and maintain. Investigations have disclosed that 
many of the alleged accidents were reported to the Chief Clerk or 
other Administrative officer of the Agency housed in the building 

SJa. r ;t"fo^! ert the Bu8rd or ie ° «*■ *• th * »•****« 


"The ublic Building Service is responsible, in most cases, for 

therefore ^ ? “‘Jf* Cla3aS * Wp Wculd *^r pci a te vour cooperation, 
therefor e, in directing tout represen tatives , | — j 


STATINTL 


(?) 


— —i — I 1° report all accidents involving 

property d®ap e ana p^u'Ki injury oc-urring within buildings operated 

tY l Pub31c Bui l d *n*« Service to the Building sijer- 
intendent s Office of to the Guard Office. Such reports should be 

8F e ° that 8 ful1 instigation may be made 

l ? eBh in the mlnds of the witnesses and the 
evidence is still et hand." 

f. 13 ? cc ^ d f” bs involving property damage or personal injuries occurring 
within buildings used by CIA in %shington 7^111 b « * STATINTL 

immediately reported in writing to the ChlcT , Administrativ e Services 
for forwarding to the Public Buildings Service. * 
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1. SEAL ESTATE AW CONSTRUCTION 


A. Acquisition of Real Property 

{!) Requests for the acquisition of real property including 
purchase, lease, permit, and construction} requests for 
renovations, alterations, isproveaents, and maintenance 
of other than departmental space will be submitted in 
memorandum or on Form 36-7, "Requisition for Supplies, 
Equipment or Service" in duplicate to Chief, Administra- 
tive Services, Attentions Real Estate and Construction 
Division. Such requests shall contain the followings 


(a) Approval of respective office head or his 
designated representative. (Signature on 
original only is required.) 


(b) 


Indication of pro j ect or allotment against 
which the obligatio n, if any, will be charged, 
(See CIA Regulation | ] wfaec Project Review 
Committee action is required.) 


(c) Description of requirement including purpose, 
quantity and type, location, period of occupancy, 
and other information sufficient for intelligent 
review or implementation end documentation for 
record, 

(d) Negotiations if ary, which have been taken prior 
to making the request. 

(e) Name of individual most familiar with the request 
in the requesting office, to be contacted by 
Administrative Services in connection with the 
requirement. 


25X1 A 


B. Assignment, Release, or Exchange of Space 

(1) Requests for the assignment, release, or exchange of space 
will be submitted in duplicate memorandum or Fbra No. 36-7, 
"Requisition for Supplies, Equipment or Service," to Chief, 
Administrative Services, Attention* Real Estate and Con- 
struction Division. Such requests shall contain the 
following* 
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(a) Seat as A(l)(a) above. 

(b) Quantity# type# and location of space Involved. 

(c) Date space to be released Kill be available. 

(d) Desired date of assignment or exchange of space. 

(a) Justification for assignment# release# or 
exchange# including the cumber of personnel 
involved and other information sufficient for 
Intelligent disposition of request. 

0. Procurement of Utilities 


(1) Requests for all utilities# with the exception of those 
required in buildings controlled by the General Services 
Administration and telephone sad teletype service i n the 
departmental area (See CIA Regulation Bo. I D » will 

be submitted in aesaorandua or on Jbrm So. 36-7, *Requisi~ 
tion for Supplies# Equipment or Services ,* in duplicate 
to the Chief, AdE&nistrativ® Services# Attention! Reel 
Estate and Construction. Division. 


25X1 A 
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CENTRAL INTELLIGENCE AGENCY PROCEDURE REGULATION NUMBER 


1. SEAL ESTATE AND CONSTRUCTION 

A. Acquisition of Real Property 

(!) Requests for the acquisition of real property including 
purchase, lease, permit, and construction; requests for 
renovations, alterations, improvements, and maintenance 
of other than departmental space will be submitted in 
memorandum or on Form 36-7, "Requisition for Supplies, 
Equipment or Service" In duplicate to Chief, Administra- 
tive Services, Attention! Real Estate and Construction 
Division. Such requests shall contain the following: 

{a) Approval of respective office head or his 
designated representative. (Signature on 
original only ie required.) 

(b) Indication of project or allotment against 

which the obligatio n, if any, will be charged. 

(See CIA Regulation | | when Project Review 25X1 A 

Committee action is required. ) 

(e) Description of requirement including purpose, 

quantity and type, location, period of occupancy, 
and other information sufficient for intelligent 
review or implementation and documentation for 
reoord, 

(d) Negotiations if any, which have been taken prior 
to making the request. 

(e) Name of individual most familiar with the request 
in the requesting office, to be contacted by 
Administrative Services in connection with the 
requirement. 


B. Assignment, Release, or Exchange of Space 

(1) Requests for the assignment, release, or exchange of apace 
will be submitted in duplicate memorandum or Form No. 36-7, 
"Requisition for Supplies, Equipment or Service," to Chief, 
Administrative Servlets, Attention: Seal Estate and Con- 
struction Division. Such requests shall contain the 
following: 
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(a) Ssusai *a A(l)(a) above. 

£b) Quantity, type, and location of space involved, 

(c) Date space to be released will be available. 

(d) Desired date of assignment or exchange of apace. 

(e) Justification for assignment, release, or 
exchange, including the number of personnel 
involved and other information sufficient for 
intelligent disposition of request. 

C. Procurement of Utilities 


(l) Requests for all utilities, with the exception of those 
required in buildings controlled by the General Services 
Administration and telephone and teletype service in the 
departmental area {See CIA Regulation No. ;), will 

be submitted in memorandum or on Form Bo. jJfc-7, "Kequlsi- 
tion for Supplies, Equipment or Services," in duplicate 


to the Chief, Administrative Services, Attention* 
Estate and Construction Division. 


Real 


25X1 A 


Approved For Release 2003/03/06 : CIA-RDP54-00177A0002000301 19-8 




Approved For Release 2003/03/06 : CIA-RDP54-OO177AO0®2flRaCk3(ma« 




25X1 A 


1. UFA! FFTATF ARP C( N p TtPCPlOK 

A, Acquisition of Real Property 

(l) Requests for the acquisition of real property including purchase, 
lease, permit, and const ictl on j and requests for renovations, 
alterations, improve**: t» and maintenance of other than depart- 
mental space will be submitted In duplicate memorandum or form 
36-7, "Requisition for Supplies, Equipment or • rrvice* to Chief, 
Administrative Servicer, Attentions Real Estate and Construction 
Division. Such requests sh^ll contain the following t 

(a) Approval of respective office head or hi# designated 
representative. (Signature on original only is required. ) 

(b) Indication of project or allotment against which the 

9 ,- Y1A obligation if any, will be charged. (See CIA Regulation 

ZDA IA I I when Project -Review Comal ttre action is required.) 

(c) Description of requirement ineluding purpose, quantity ar-‘ 
type, location, period of occupancy, and other information 
sufficient for intelligent review or implementation and 
documentation for record. 

(d) negotiations if any, which have been taken prior to making 
the request. 

(e> Name of individual moat familiar with the request in the 
requesting office, to be contacted by Admin! strati ve 
Services in connection with the requirement??. 

D. Assignment, Release, or Exchange of Space 

(l 5 Requests for the assignment, release, or exchange of space 
will be submitted In duplicate memorandum or form So. 16-7, 
’’Requisition for Supplies, Equipment or Service, 1 * to Chief, 
Administrative Services, Attention! -state and 

Construct! or: Division, ~>ich requests shall contain the 
the following* 

(a) Same as A(l)(a) above. 

(b) '■'uactS ty, type, and location of space involved. 
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(f&y — Paslrcd Id cut M on « 

(A) Pete space to be released will be available ^desired 
date of assignment or exchange ^ 


(e) 


f~i t4 ,S Cat Jw n fcr release, or exchange, 

including the number of personnel invoiced and other 

r!S™t! ff,ff4ClWt f ° r disposition of 


Procurement of i/tiliti«| 
(1 ) Requests. 


- JTZ l the exception of telenhore 
f&K&W&rvn Regulation Ho. | 1. w*n 

^l^L ae f r * n ? U ® " r ForiB Ko * 36 ~ 7 > for 

AArSi^ or * ex-rice", in duplicate to the Chief, 

98 ' Attention* Real 'state and Construction 
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l. 


SEAi, SStiftM AO? C08STHBCTI0R (See Procedure Heguletion So, 

A. Space Acquisition, Assignaest, and Disposition 

(1) Yh» Chief, Adnial strati ve Service*. is obarced with 
th« responsibility for Ague? apacs planning, acqui- 

*** «8^t «» oth^- 

r* 8 ife Appropriate CIA Hsgulationa. 

N^otitttlona normlly should not bo oede % operating 

5*^2***?? Prior notification to and approval 

by tbs Chief, Administrative Services. 
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U) 


3eqi mots for the Assigcttcnt or acquisition of rsol 

S?T^ y J? V**<&*m, or construction 

1® writing t© t ho Chief, Adadaistrative 
*>ar vices, by Office Heads ©r tfa alr d e sig ns tod reure- 
aeetativss. CIA angulation No. I I will be complied 
wlto when the Acquisition requirwg - Prcj ~ * 

CosBdttee approval. 


>ject Review 
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(3) Ths^ief, /ds&nistrative Enricos* viU be notified 

In vriticg of assigned or leased space which say be 
released by a CIA activity. ? 

(4) Requests for the exchange of space between two or 
awra Activities of CIA will be made to the Chief. 

Adsini a tra ti ve Services. * 

B. Utilities 

^,1 ii “WHUes^vith the exception of those 

la buildings eontrolled by the General Services 

tel*tjrps s«rrtes© in the 

JSSf? CU S ^ uUtlon *>» l I . will be sub- 

^Construction ^vision, ^darinis- 
utJiiJ* Ordering of such services froa 

Services^^iw* 6 ** * on# the Administrative 
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I. HEAL ESTATE AMD CONSTRUCTION (Sm Procedure Regulation So. | ) 

A. Spec® Acquisition, Assignment, and Disposition 

(1) Tin Chief, Administrative Services, is charged with 
the respo nsib ility for Agency space planning, acqui- 
sition, assignment, and disposition, except m other- 
wise specified in appropriate CIA Regulations, 
negotiations normally should not be made by operating 
activities without prior notification to and approval 
by the Chief, Administrative Services. 

(2) Requests for the assignment or acquisition of reel 

property by permit, lease, purchase, or construction 
will bo made in writing to the Chief, A dminis trative 
Services, by Office lends or their designs ted repre- 
sentatives. CIA Regulation Ho. I will be copied ocv . A 

with when the acquisition requires Project Review 25X1 A 

Coned, ttee approval . 

(3) The Chief, Administrative Services, will be notified 
in writing of assigned or leased space which may be 
released by a CIA activity. 

(4) Requests for the exchange of space between two or 
more activities of CIA will be made to the Chief, 

Administrative Services. 

8. Utilities 

All requests for utilities, with the exception of those 
required is buildings controlled by the General Services 
Administration end telephone and teletype services in the 
departmental area (See CIA Regulation No. rn, will be sub- 25X1 A 

mitted t© the Reel Estate and eonstructionTJTvlaion, Adminis- 
trative Services Office. Ordering of such services fr om 
utility cotqpenles will be done only by the Administrative 
Services Office. 
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A. Space Acquisition, Assignment, and Disposition 
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( 1 ) 


(?) 


(3) 


Oi) 


Xlte Chief, Adainietrative Services, is charged with 

r * 8p0 n8ibilit y ^Agency *P*ce planning, acquisition, 
^slgnment and disposition, except as otherwise specified 

not*2 rOP J’ ia £ e CIA Regulations. Negotiations normally should 
tn b y operating activities without prior notification 

to and approval by the Chief, Administrative -Services. 

Requests for the assignment or acquisition of real property 
in P^fchaae or construction will be made 

K E !H ltj L t r *5* hi8f * Ad «ainletrative -arvicee, by Office 
H-eds_ortheir designated representatives. CIA Regulation 

the 

/ ‘ da f ni, * ratiy « CFrvic ® 8 > *111 be notified in 

CIA 0 fctiS^ d ° r 1S6Sed SP8C ® 1 * hleh be r ® leas *<i 

fnr *5* ® xehalSR ® of »P«e® between two or more 
Servicee!* ° f CIA * 111 h® aad * to °bi«f. Administrative 


B. Utilities 


, with the exception of tsleohone 
Regulation No.| L will be 


All request sjrog u‘ 

anu teletype services/tt-e i ’CTA Regulation No.f L win k. 

S»i^ ed o^ the 26 Hhd instruction Division, Administrative 

cf f iCh «®^ice® &cm utility companies 
ill be done only by the Administrative Services Dffic©. 
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REPRODUCTION 

A, leneral Description of Services Available 

f he ^production division is a service set up and staffed with 
technicians to handle and answer all questions and problems 
concerning -methods and processes of reproducing or duplica ting 
various types of Material for the entire Agency. In their general 
classes, tee following methods and processes of reproduction are 
available* canoeing, drafting, offset printing, cutting, punching, 
padding, perforating, binding, mimeographing, dittoing, graahotyp lag, 
addr# sso rephing , photostating;, osalid, color photography, oheto- 
^ * i0 copying, photographic printing and enlarging, identification 
photography, microfilming and mass production of photographic prints. 

B« Submission end Processing of He uisitions for Reproduction Services 


25X1 A 


(1) 


Reproduction services can be obtained by filling out fora 36-2, 
"Reproduction Requisition* in triplicate (white, pink end blue), 
this fora lists the various services, and needs on! to be 
filled in by the repeating office and signed by an' authorised 
employee of the office as set forth in HU Reflation Humber 


( 2 ) 


Open arrival in the iA? production division, the request ia 
reviewed and nssi.pied s job number, i’he blue copy of the 
requisition indicating tee job number 1® then r« turned to 
the initiating office. *his copy will be kept until the 
job ia completed and delivered so teat reference conceroin* 
the prograss can be obtained by calling the Reproduction 


and giving the job number that 


(3) 


(U 


Division (extension 
has been assigned. 

f eJl time •• th * finished work is delivered to the requesting 
office, the original of Fora 36-2 will be signed in the space 
provided, evidencing receipt of tee job, and returned to the 

Reproduction division. 

Requests for reproduction of now or revised ferae will be 
forwarded to the Mamgemaot Analysis Office for approval 
prior to submission to the Reproduction Division. 
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U. REKhffiOCTlOM (See Procedure Regulation Hoaber 


j». Authorisation to Request Reproduction Services 

in order to implement effectively the reproduction program 
for the Agency, each Office head will appoint an Individual 
or Individuals, T-7 or above, to be responsible to bin for 
the authorization of reproduction services* the names of 
these authorised persons mast be submitted in writing to 
the Chief, Administrative -ervicee, who will also be informed 
in writing of any subsequent changes in the parsons so 
deaf, uated. 

B. Process - Copies 
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The heavy demands upon CIA reproduction facilities saJee it 
essential that the persons authorised to sign requests famil- 
iarise themselves with each type of reproduction service 
available, the time required for each, and the relative cost, 
so that the most efficient and econoniicr.1 process will be 
selected and the number of copies to be reproduced kept to 
a minimum. 

0. Submission of Requests for Reproduction stork 

'll rawest? for r^rodnctlon work, when properly signed, will 
be submitted to the Chief, Reproduction division, Administrative 
Services Office, for processing. 

D. Requests for Reproduction Fquioment 


Requests for all types of reproduction equipment will be 
submitted thru the Chief, -^production Division, Administrative 
Services Office, end the Adviser fear Management, with etatasaent 
of Justification. 
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